
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 78-4M-1 for instructions on completing this form. Forward signed original to 
Department of Archives and Hkrory, Records Management Division, 330 Capitol Avenue, Atlanta, Georqia, 30334, 
Attention: Scheduling Sea'on. i 

I Datesof Slrioa 
Earliest btest 

1973 I To Date 

dmi n i s t r a t  i on D i  v i s i on, Pefsonne I Dept . 
Savannah, Georgia 31402 

5. Recurds Ssrh T i le  (followed by ride used in office: if dHerent) 
- 

B e n e f i t s  Hours Reg is te r  F i l e  

- 
r. Record Sub bsaiption 

DOUNTIA~S rebting to: 

This file contains tha following documents (incfude form numbenand a'rlez. Many): 
Attach amples of the file. 
Accrued b e n e f i t s  f o r  a l l  employees o f  G.P.A. 

lnduded are: 
~ -. 

P r i n t o u t s  l i s t i n g  d i v i s i o n  number, name o f  employee, b e n e f i t s  date,  
vacat ion in format ion,  s i c k  leave In format ion,  attendance bonus. 

File is arranged: Binders a re  arranged ch rono log ica l l y ,  p r i n t o u t s  a re  p r l n t e d  i n  'numerial 
o rde r  by d i v i s i o n .  - 

I. Monthly R.tsroncr Rate How often are records refarred to which are: 
5 ; Thirteen to twenty-four months old 8 . Sawn to twelve months old One to s& months old 12 

b n t y - f i v e  months a d  d& 2' .? 

9. Annual Ram of AecumulPdon'd R o e o r b  1 legal  s i z e  box 
Letmiire drawers ; Legal-sira drawers ; Shelves ; Other (goacify) 

- 
R-54-71; R w .  76 



"- 
YES I NO I 10. Quodonnoire (Place an "X" in the proper column) 

11. Retention Requiramonts Thr following requires the series to be kept: 

Yean. 1. Audit period years. a. State Law 
b. Statute of limitation years. e. Administrative need 2 yeart. 
c Fedgal taw ~ . - - Fan. ~~ -~ ----f. Federal retention inmudent ~- --years. 

* f 

. .  
1 -  

Attach copy or excerpt of laws or regulations. Explain administrative need. 

12. A~oroved Disposition lnmuaions This agenoy recommends that the file series be cut oft  at mti and of srctr: 
a CalendwYhar: 0 Fiscal rear: 0 Other 

month(r) 1- yearfs); then 

yeads); ttlan 

men, 

I3 Hold in the current f i b  area 
[9 Transfer to local holding area, hold 1 yaar(r);men 
0 Transfer to State Recards Centar: hold 
El Oestrov. 
0 Transfar to State Archives for permanent mention. 
0 Other ~specityl 

. .  

.. 

These instructions apply to all prior and future accumulations of the series. 


